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20 AUG 1964
MEMORANDUM FOR : Director of Personnel

SUBJECT . Review of Career Management Activities

1. In your memorandum of 22 July you requested that you be furnished
with any materials published by Career Services regarding their activities,
policies and procedures. I have asked that the several Support Services
forward any material of thils type directly to you.

2, The Support Career Service, being relatively small, has not forma-
lized its practices to the degree envisioned in your memorandum. We do have,
however, a well-defined philosophy in regard to the activitles of our Career
Service. The paragraphs that follow outline some of the policies and prac-
tices that we follow in the areas of recruitment, training, assignment and
promotion. This information may be helpful to you as you proceed with your
study.

3. Intake and Training of Junior Officers - Prior to 1962 very few ad-
ministrative positions in the Agency below the (S-12 level were the responsibi-
1lity of the Support Career Service. The theory was that junior Administrative
Officers would work up through the ranks (mostly in the Clandestine Services
and the 0ffice of Communications) and would arrive at the threshold of promo-
tion to 08-12 at about the same time that thelr careers would become of interest
to our Career Service. This approach worked fairly well with the Office of
Communications, but with the consolidation of panel operations in the DD/P
in the late 1950's (when the DA, DS, DP and DI designations and panels were
eliminated), the Jjunior administrative personnel in the DD/P were no longer
as easily identified. In 1962 this problem was resolved by: (a) the identi-
fication of a number of these junior officers and their transfer to the
Support Career Service and (b) the identification of a number of positions
in the Office of Communications and the Clendestine Services in which most of
these individuals had developed and which then became the planning responsibi-
lity of the Support Career Service. We now are steadily moving toward the
staffing of all Jjunior administrative positions by individuals (preferably
Junior Officer Trainees) who are Support careerists. We have for a number of
years had standing requirements for Junior Officer Trainees and now have eight
who came to us directly from the Program. Six of these are abroad and two
are in rotational training. Training for our Junior Officer Trainees to date
has consisted of approximately six months of rotational assigmments to the
Offices of Finance, Personnel and Logistics together with the formal courses
recommended by those Offices. In view of the larger number that we hope will
be entering on duty next year, plans call for a formal course comparable to
the Intelligence Production Course for DD/I Junior Officer Trainees and the
full Operations Course for DD/P Junior Officer Trainees which would take the
place of much of the rotational training. We also hope to integrate language
training into the schedule.
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4, Assignment Planning - Planning for assignments in the Support Career
Service is a continuing task which, to a marked degree, is unique in the
Agency. The reason for this is that the Support Career Service, unlike the
other Support Services, does not have a large functional establishment wherein
most of its careerists carry out their duties. The lack of such a "home" from
which its people can be assigned requires that Support careerists be prepared
for a much more active and less sheltered experience in terms of assignment,
training, and continuity of planning. This difference is not necessarily detri-
mental to accomplishment of the Service's objectives. Indeed, 1ts very flexi-
pility and the need for rapid response without a significant organizational
entity to act as a buffer to changing requirements often abets the long-range
goal of ensuring that at the senior levels the Service 1s composed of well-
qualified generalists. The assistance provided by the several Support Services
in accommodating Support careerists and in meking their own careerists avall-
able for Support assigmnments, in effect, acting as & second "home," is amply
demonstrated by the numbers of personnel presently assigned across Career
Service lines. Planning begins upwards of a year ahead of the actual moves.
Some of this, of course, is determined by events such as declsions regarding
nominations for Senior Schools, anticipated retirements and definite knowledge
regarding completion of tours. Much more, especially in regard to overseas
assignments, comes into focus approximately six months in advance of termina-
tion of tours when Field Reassignment Questionnaires are received at Headquarters.

~ Usually, assignment proposals are relatively £irm about six months in advance
of the actual moves. Without the cushion provided by a large organization here
at Headquarters, a delicate balance must necessarily be preserved in terms of
committing the talents of our Administrative Officers against constantly chang-
ing requirements for them. In meintaining this balance the wishes of the indi-
vidual, of the component to which he is assigned, the one to which he 1s pro-
posed for assignment, of the Support Career Board and of the Head of the Career
Service must be observed. All of the above, combined with the necessity of
early notification of next assignment and of providing an assignment which is
challenging and rewarding, ensures that planning in the Support Career Service
is a dynamic operation. 25X1A9a

5. Promotions - The Support Career Service and its predecessor, the
Administration Career Service, has since 1956 adhered to the principle of com-
etitive evaluation for promotion. Since September 1956 when Messrs. _

25X1A9a — sat as the lst Competitive Evaluation Panel,

there have been ten such groups, & latest of which is now making its eval-
ustions. The techniques utillized by these panels have varied considerably over
the years. FEach has justified the methods it employed and the deliberations
of each one have been acceptable to the Career Board and to the Head of the
Career Service. The most recent panel, in addition to performing its ranking
duties, is preparing, at the request of the Board, a formal ranking system
which, if the Board approves, will serve as a model for future panels in per-
forming their duties. The competitive evaluation procedure is carried out in
the following manner. Each year the Board recommends that a competitive eval-
uation panel be activated and further recommends its membership. If the Head
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of the Career Service approves these recommendations, the Executive Secretary
works with the designated chairman in convenlng the panel and provides back-
ground information. The members of the panel are given complete freedom in
terms of discussions with supervisors, review of official records, etc., to
arrive at their conclusions. Their report, which consists of evaluations at
grades @S-14 and below, 1s forwarded to and reviewed by the Board. The Board
reserves the right to make changes in rankings and has done so. The Board
then recommends the rankings to the Head of the Career Service who decides in
terms of permissible headroom which individuals should be promoted. At the
GS-15 level the Board constitutes itgelf as a competitive evaluation panel
and forwards its rankings to the Head of the Support Career Service for
appropriate action.

25X1A9a

E Y8 ~Deputy Director
for Support

ce D /Cers
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- 22 August 1960
XUCLUB ORDER NO. .‘wézé,Q,d.,. ' ~

. BUBJECT: KUCLUB Career Service ' | -
RESCTSSIONS: KUCLUB CRDER M0+ 7-59 |

¥KUCLUBR MEMORANTUM NO. 32-59
$KUCLUB MEMORANDUM HO. - 10-60

CONTENZIS

N s R

o

=
000~ O\ \nr:rwmmwwo‘”‘g

I GENERAL
II PURPOSE
III POLICY
IV ORGANIZATION
Vv RESPONSIBILITIES
Vi PROCELIURES
As Coordination .
B, Designaticn of Careex Cognizance
C. Competitive BEvaluation

Listings
» TAnotTLOns
- Assignments

: , F. BExtensions of Tour
i ¢, Merrisge to Allens
: ®, Career Staff Applications
VII EXCEPTIONS .

- Le

SR T w3

This Order esteblishes the policy, orgenizational structure, respon-

sibllities, and procedur nisterinz a Career Service Program within ‘
' KUCILUB, as prescribed by (Revised 25X1A°
| 29 November 1956). The KUCLUB Career Service is comprised of those personnel i
f bearing sn SC (Support-KUCLUB) cereer designation. The Chief, KUCLUB is the :

! head of the KUCLUB Career Service.

ey

1T, PURPOSE

The purpose of the KUCLUB Career Service Program is to establish, develop,
and maintain a group of specielly qualified individuals who desire to devote
- themselves on a career basis to the performanced the missions and functicns
of the O0ffice. .

LU ML

codULL

#ot issued to the field

Approved For Rele%\tgmglﬂx g}}-RDPSO-M 826R000300080002-3




e N N —

‘Approved For Releagg 2000/08/16 : CIA-RDP80-01826R000w080002-3

CONFIDENTIAL ,
7 March 1963

KUCLUB ORDER NO. 1 - 63

SUBJECT: KUCLUB Order No. 3-60

Delete paragraph IV A. and substitute the following:
IV ORGANIZATION

A. Panel A (Senior Officers Review Panel)
consisting of Chief, KUCLUB, ex officio;
Deputy Chief, KUCLUB, Chairmen and three members,
Chief of Operations, Chief Engineering Staff,
and Chief SIGINT Programs Staff. As necessary,
consultation and advice will be requested from
8ll other KUCLUB officers of grade GS-16 or
higher who are stationed at Headquarters.

Distribution: 3
‘ B

CONFIDENTIAL
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CONFIDENTIAL

IIX. POLICY | ”
' It is the policy of the KUCLUB Career Sexvice to:

A. Assign personnel in accordsnce with the requirements placed
upon the KUCLUB Career Service. Career development and personal
circumstances will be considered to the maximum extent possible,
consistent with the operational needs of the service.

B, Select the best qualified personnel for advancement on the
basis of competitive evaluation of all personnel in each grade within
a specialized competitive area.

IV.  ORGANIZATION

Tn the administration of the KUCLUB Career Service program, there shall
be seven penels, each having cognlzance over & group of similar and related
SC positions. Personnel actions shall be determined by the consensus within
the panel having cognizance, With the exception of Panel A (Senior Officers
Review Panel), all KUCLUB panels will be headed by the same permanent chalrmen
of the KUCLUB Career Service Panels. Normally, the panels chairmsn shall be
the Executive Officer of KUCLUB, but mey be any senior officer appointed by
Chief, KUCLUB., The panels shall include: i

A, Panel A (Senior Officers Review Penel) consisting of Chief,

,_/{f‘fﬁ“é‘LUB , ex-officio; Deputy Chief, KUCLUB, Chairmen; end all other
T KUCLUB officers of Grade GS-16 or higher who are stationed at;

: Headquarters. '

R

B. Panel B (Operstional Panel) consisting of the permanent chalrmen,
C‘f;ief y OC~T and other senior OC-T officers dgsignated by Chief, OC-T.

c. Panel C (KUCLUB Security Panel) consisting of the permanent chalr-

men, Cnief, 0C-S and other senior OC-S officers designated by
Chief, OC~S.

D+ Panel D (Technicel Pansl) consisting of the permsnent chairmen,
| Ghief, OC-E end other senior OC-E officers designeted by Chief, 0C-E.

iE«}. _panel B (Clerical-Administrative Panel) consisting of the permenent
.V chairman, Chief, OC-A and other senlcr OC-A officers deslgnated. -

by Chief, OC-As :

F, Panel ¥ (SIGINT Panel) consisting of the permsnent chairman,
“Ghief, 0C-SP and other senior OC-SP officers selected by Chief, OC-BP.

G. Panel G (Signal Center Penel) consisting of the peymanent chalrmon,
thief, 0C-SC and other senior 0C-SC officers selected by Chief, QC-SCe -

-2 -
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Y. RESPONSIBILITIES

R L M. F AL TR

A

B.

Ce
D.
E.
Fo
Ge

He

Panel A - Serves as the Competitivé Evaluation Panel for sll persormel

"% prede G8-14; reviews promotion recommendations from grade GS-13

o 0Se1h and recommends premotion to GS-15; reviews assiguments of
G8~-13 personnel to GS-14 positions; initiates all other personnel
sctions concerning positions or personnel of grades GS-1i and GS-15.

Panel B - Wherever desirable, consolidates the individual Competitive
“Hmiuetion Lists (CEL's) from the besic grade level (see Att. A)
through G5-13. On the basis of the CEL's, reccmmends promotion
setions and reviews all obher personnel actions concerning personnel
under Penel B cognizence. Attachment B to this order lists the
occupational specialities under the panel having cognizance.
{ ’ .

Panel C - Bame responsibilities as Panel B for all personnel under
Panel C cognizance.

EEEEQ;E." Same responsibilities as Panel B for all personnel under
Panel D cognizance. :

Eﬂﬂﬁﬂ;gii’ Same responsibilities as‘Panel B for all personnel under
Panel E cognizance.

Panel F ~ Seme responsibllities as Panel B for all persomnel under
Panel F cognizance.

EEEE};QZ' Same fesponsibilities as Panel B for all personnel under
Panel G cognizance.

gfgy@gggﬁ;pyggyggg - In addition to the primary and contlnuing
Tesponsibiiity of chairing six sepavate penels, the permanent
chairman shall be responsible for assisting the panels in the
proper grouping of related positions within panels and shall
recommend and arbitrate transfers of position reviewlng cognizance
from one penel to another where such asction may be required. In
order to sssist the Staffs and overseas activities In competitively
evaluating their personnel for subsequent consolidation by the
Panels, he shall assure that approved rating standards are provided
for each ccmpetitive area. Where such standards do not exist, he .
chall recammend suitable rating standards for approval, The
Chairman, as the Chief, KUCLUB's executive in the administration of
the career panels, shall continually review the state of the KUCLUB
career service and shall reccmmend necessary New procedures,
statistical reviews, career management methods and related actions
as may be required in the best interests of the service. The chalr-
men shall be & voting member of each panel. ¥
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Chief, Administratlon Staff is responsible for:

(L) " Providing the necessary personnel menegement date and edmine

istrative support to the KUCLUB career penels.

(2) Recammending sssignment and promotion actions for all personnel
vho are assigned to KUCLUB for duty but carry other than an sC
career designation. When personnel in grade GS-9 and below are
involved, the recommendations are forwarded directly to the
career service concerned in easch case. For higher graded
personnel, the recamendations are forwarded through Chief,
KUCLUB to the career service concerned.

ggggggjgyyg§§§g¢;g§§gggg - Serves as the executive secriicry of
eech penel, and, in thet capacity, ls responsible for pruviding .
and/or developing statistical infoxrmation on KUCLUB personnel,
available slots, assignments, pramotional headroam and related
matters. The CMO will provide information evailable in personnel
files which may affect the actions being teken by the panels and
will serve as principal assistent to the panel chairmen in handling
the administrative duties associated with the operating of the KUCLUB

career panels.

Chiefs of Major KﬁCi&Qii&ggggyggﬁi ~ As indicabed tbroughout Seatlon VI.

Staff Chiefs - As Irdiceted throughout Section VI.

Chief, KUCLUB ~ Head of Career Service., Directly controls assign-

L g

- “Tents of SC supergrade personnel apd recammends to Chilef, KUBEAD

all persounel actions at supergrade levels.

PROCETURES

Ll s

A

Coordinat__f}g_:}'

AKTTREIN L R RS AT

A1 personnel actions which involve overseas positions will be

coordinated with the KUCLUB Operational Division(s) concerned prior to
forwarding for review by the panels, Deputy Chief, KUCLUB and spproval

by Chief, KUCLUEa

B. Designation of Careexr Cognizence

1. THach Career Service Action, Form 928, will indicate the staff

or panel having career cognizance. The following symbols will be utilized
for this purpose:

14

COGNIZANT STAFE OR PANEL SHTEOL
SORP _ EA%
0C-T B
wl -

g
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'COGNIZANT STAFF OR PANIL SIMBEOL
0C-3 (el
QC-E D
0C-A E
0C-8P F
oc-s/¢ G

2. The sppropriate symbol shall be placed at the extreme right
of the "Present Title" and “"Proposed Title" spaces of the Form 928,

Ce Competitive Bvaluation Lists

1, Chiefs of major KUCLUB activities (KUCLUB Areas, | 2na 25X1A2d2
such other activities thet may he established) shall complle and submit
to Beadquarters a Coampetitive Evaluation List by competitive area and.
grade (CEL) for all personnel within their activity colnciding with the
schedule for submission of fitness reports. The CEL should include a
one-line statement following each personts name as to whether or not
pramotion is recommended., Where there ls only one person to be rated in
a competitive area, an evaluating statement, including recommendation
for or against promotion, will be submitted In lleu of a CEL. The state-
ment should also include the individual®s relative percentlle rating
in terms of the elements of the reting standard established for each
Bpecific competitive areas CBL'S will not be complled on personnel who
have not yet reached the basic grade level (see Att. A). The field
will rate persomnel who departed from thelr area within three months
of the date the CEL's are compiled, and cmit those who arrived in thelr
area within three months of that date, Persomnel, by virtue of being in
a travel, training, or leave status, who would not fall within the
rating preview of elther the losing or gaining activity, shall be rated
by the cognizant Headquarters comporente The Campetitive Evaluation Lists
will te prepared with each competitive area listed on a separate page.
This procedure is necessary to facilitate consolidation luto world-wide
listings at Headquarters. The CEL will include a recammendation for or
against promotion for each person listed.

2. Staff Chiefs shall prepare CEL's coinclding with the sutmission
of fitness reports, or Headquarters personnel under thelr cognizance.
The Divisions shall be responsible for collecting evaluating data for
CEL, purposes on those persomnel assigned to exempted activity stations.
The field and Headquarters (TL's will then be consolidated by the cognizant
staff, and forwarded to the appropriate panel where Inter-staff consoli-
dation will be'accomplished in the case of similar competitive areas. In
- the event Headquarters differs with the relative rank crder listing sub-
mitted by the field (VI A. 1l.), or with the field's reccommendation against
promoting an individual, Headgquerters shall correspond with the fleld in
an attempt to resolve the difference. ’

-5 -
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Promotions

1. gggggagggggigﬁﬁggkjgg;éygge - Promotion action for personnel
at the basic grade level or ebove will be deteymined by the cognizant
panel on the basis of the consolidated world-wide CEL's snd the number of
available openings &t the nert higher grade in the campetitive avea. Upcn
determination of promotion action, the cognizant staff will be requested
to prepare Form 928 for review of the panel, the Deputy Chief, KUCLUB,
spproval of the Chief, KUCLUB &nd subsequent processing by the Admini-’
stration Staff. Promotlon actions on GS5-13's shall be reviewed by Panel A.

20 E?%PEugiﬁifLﬁﬁfﬁfuﬁfvﬁi - Premotion asction for persomnel Up to
the basic grade ievel will Yo Tnitiated by the cognizent field activity
or Headquarters component and submitted by memorandum directly to the
Administration Staff. Fleld actionsishall be submitted by dispatch
through the cognizant Headquarters Staff to the Administration Steff for
processing. Promotion setions initisted by the cognizant Headquarters
gtaff will likewlse be coordinated with the field actlvity, if appropriate,
and submitted by memorandum dirvectly to the Administration Steff for

processing.

3 Promotion actions on persomnel in grade G8-1h will be initiated
by Panel A, forwarded to Chief, KUCLUB for approvel and to the Adninistra-
tion Staff for processinge.

4, Promotions, in most cases, are made in one-grede increments.

5. Personnel will enter the zone of consideration for pramotion
when they have served in their current grade in the Orgenization for
the period indicated below:

GS-1 through GS~6 6 months
GS-T through GS~11 12 months
a8-12 and GS-13 , 18 months
Gs-1k : 2l montUs .

6. Normally, actlon will not be taken to promote personnel wntil
sfter they have entered the zone of consideration. Exceptions can be
~mede when 1% is clearly established that:

a. An employee wes initially employed at a grade below
that for which he has subsequently been found to be qualified,

b, An employee is properly quelified for pranction hased
- on his experience prior to his present assignment, ox

ce Such exception is necessary to recognlze an amployee®s
oumstqggégg_ability. '

o R AR T

- b -
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T« Personnel may be promoted one grade shove the authorized grade
of the position to which he is essigned (Personal Rank Assignment) pro-
vided that such personnel will be assigned to a position commensurate
with the higher grade at the earliest opportunity, snd not to exceed
one tour of duty [N Forc 926 should indicate that
promotion is recaumended on o perscnal rank basis and the approximate
length of this assigument, : .

8. The Chief, Administration Staff, shall notify the Chiefs of
field activities when promobtion recammendations have been approved by
KUCLUB, Effective dates of promotion actlons shall be published by
the Adminlstration Steff for dissemlnation at Headguarters and in the
field.

9. Individuals who have entered the zone ¢f consideration as
preseribed above wlll be assured of at least one promotlonal review
ennually, except that the review of persomnel in grades @S-l through
Gs~6 will be made seml-annually.

E. Assigrments

1, The inltlsl sssigmment of persomnel to positions at or below
the basic grade level will be accomplished by the submission of a
memorandum from the cognizant staff +to the Administration Staff, Initial
assignment of personnel to positions beyond the basic grade level through
GS8-13 will be initiated by the cognizant staff on Form 928 and submitted
to the appropriate panel for review and further processing.

2. Reccmmendations for Egggﬁggppggg'of personnel through GS5-13
will be initiated by the cognizaent staff on Form 928 snd submitted to
the eppropriate panel., The recommerdation shall be revlewed by the
panel, the Deputy Chief, KUCLUB, submitted to the Chief, KUCLUB for
approval, end Torwsrded to the Administration Staff for processing.
Recommendations for reassignment of personnel in Grade GS-1h and GS-15
positions will be made by Panel A. If a staff hag a position opening
which it cannot £1ill adequately from the list of personnel under its
cognizance, or conversely, has no position available for ths reassignment
of an individual for career development purposes, the staff should
indicate this situation in & memorandum to. the Chairmen, Career Service
Panels. The chairman will meke every effort to reassign the Individual,
or to £ill the position from the personnel under the cognlzance of other
KUCLUB ccmponents by following the assignment criteria listed in sub-
paragraph VI D. 6 below. The Chaimmen's recommendations will be con=
sidered by the eppropriate panel(s) snd all documentation will be for=-
warded to the Deputy Chief, KUCILMB, and Chief, KUCLUB for review and

approvals

-7 -

Approved For Release ZOWN& ':B&NIF‘MM826R000300080002-3




.

25X1A

" : Apb;O\)(;;i i;'or ReleaseWOlGON F'Wﬂm26R000300080002-3

3

3., Reassigmment (re-slotting) of personnel within an activity is to
ba performed es follows:

&, TIf no chenge in either specielty or position grade 1s
involved, (l) oversess activities will notify Headquarters by
dispateh of the recommended re-slotting, and (2) He=adguarters
components will notify 0C-A dlrectly by memorandum. :

b. If a change in elther specialty or position grade is
involved, field activitles and Headquarters elements will submit
the recormendation on Form 928 for consideration by the appropriate

panel(s).

L, Assigrment actions on personnel of grade GS-1lt end GS-15 shall
be initiated by Panel A, approved by!Chief, KUCLUB end forwarded to the
Administration Staff for processing. '

5. Normally, individuals shall not be assigned to a'position which
is classified more than one grade higher than the reank held by the
indfviduale _ ‘ :

6. Assigmments shall be based upon the following factors:
6., Needs of the service
be Posltion on the Coﬁpetitive Evaluation List

¢. Career Develepment and opportunity for advencement of
the individual ' .

d., Cover conslderations
e. TIndividusl's preference for agslgnment

£, Number, age, and health of dependents and other personal
considerations

g« Working and living conditions at the proposed post

7. Field Reassigmment Questionneires (FRQ) (Form No. 202) shall
be forwarded to Headquarterz by overseas personnel elght months prior
to the end of a duty tour (NS The Aduministration Staff

ghall route to the cognizent staff the FRQ with a biographic syncpsis
on the individual concerned., The cognizant staff shall prepare a
recommendation for reassignment ~n Form 928 and submit it to the
spprcpriate panel for review.

3
8. Headquarters Resssigmment Questlonnaires (ERQ) (Form 1660) shall
be completed by &ll persomnel who have served at least one year in

-8 -
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Headquarters at the time their annusl filtness report is prepared and who
have not submitted an HRQ during thet period. An HERQ mey be submitted
at eny other time an employee so desires. The questionnaire shall be
prepared in duplicete and routed through the component chief for his
recamendation and then, in the case of personnel up to grade GS-13, ‘
%o tha KUCLUB Career Manegement Officer. BORP~cognizance HRQ's (6a-1kts
and 15‘5) will be routed directly to the Chairman, Panel A as directed
in QG 60-019, If reassigmment within KUCLUB 1s requested by the
individual, the KUCLUB MO will make the necessary inquiries to appro-
priate panels and staffs to determine whether the requested reassigoment
is reconmended., If reassignment 1s possible, the CMO will prepsare
Form No. 928 and after coordination with the staffs concerned, submit
it to the appropriate panel or panels. If reassignment does not appear
possible, the CMO will submit the HRQ to the employee'!s panel with com-
nments, if any. The panel will determine the appropriate further action.
If reassigmment outside KUCLUB is requested, the CMO will submit the HRQ
for action by the employee's panel and advise the employee of the panel's
actione If no change in assignment is requested, the KUCLUB CMO will
submit the HRG to the employee’s panel.

F. Extension of Toure
Request for extenslons of tours must be forwarded to Headquarters 120

days prior to the due date of the FRQ; i.e., twelve months prior to the

end of an individual's tour. When the extension request is for a perlod

. of less than six months, 1t may be approved by the Activity Chief, but

Headquarters must be advised of the action. This actlon must also be :

forvarded to Headquarters no later than 12 months prior to the end of an -

ipndividuall's tour. Requests for extensions in excess of six months or for

additional extensions must be reviewed by the cognizant Headquarters staff,

the appropriate panel, Ieputy Chief, KUCLUB and approved by Chief, KUCLUB.

G. Marriage to Aliens

Tf en employee conbemplates marriage to an alien, he shall submit the ¢
required information in accordance with “paragraph 3.8.(1) 25X1A
and (2). The biographic data on the individual as required by applicable .
regulations shall be reviewed by the cognlzant staff chief. After the
review, the staff chief shall prepare & reccormendation on Form 928 as to
whether or not the individuel should continue to be employed. If continued
employment 1is recommended, Jjustification shall be provided. The recommendas’
tion shall be reviewed by the appropriate panel, Depuby Chief, KUCLUB, end
approved by Chiefl, KUCLUB, It shall then be forwarded to the Administration
gtaff whilch is responsible for potifying. the Director of Personnel of
Chief, KUCLUB's recammendation in the case. '

H. Cercer Staff Appl cations -

P R o W EEREE K TR

v
Career Staff applications after being signed by the applicent shall be
returned to the Admipistration Steff. After & review of all svallable

S9-
e
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records on the individual, the signed spplication with eny pertinent
coments will be forwarded to the cognizant staff chlef for his recom~
mendation, to the appropriate panel for endorsement, and to the

Chief, KUCLUB for his recommendation to the Agency Career Pansls

VIT, EXCERTIONS

Within the authority delegated to him by Orgenization regulations,
Chief, KUCLUB, as en operating official and head of a career service, may
take exception to procedures as outlined herein when unusual or v_.npredictable

clrcumstances make such an exceptlon necessarys

Director of Communications

Attachments (2)

Distribution: #3
. B (Field)

- 10 -
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BASIC GRADE LEVELS

Attachment A

Pollowing is a tentative listing of the Basic Grade Levels*; which are subject
to perlodic review and revision by the penels:

GS-k
Clerk ‘ 0301.26
Clerk Typist 0322.01
Mail and File Clerk , 0305.05
Transport Clerk (Typing) 2101.03
GS-3
Clerk Stencgrapher 0312.,01
Communications Traffie Clerk 0393.08
Cryptomaterial Accounting Clerk 2001.12
Joformation Control Clerk ' 0305.13
Information Control Clerk (Typing) 0305.1k
Intelligence Analyst : 0132.35
Secretary Stenographer , 0318,01
Secretary (Typing) 0318.03
Storekeeper (General) 2030.11
Tebulation Egquipment Operator 0359.01
G8-6
Archives Assistent 1421.01
Gs-7
Adiministrative Assistant 0301.02
Administrative Services Assistant 0301.11
Communications Technician (CRYPT) 0308,03
Comunications Traffic Officer 0393.07
" Cryptamaberial Accounting Assistant 2001.11
Engineering Aide ] 0802.01

3

R KUCLUB C
*Fach career specialty nn/ will have & basic grade level, sometimes referred
to as the "journeymen level," representing the grade ewarded ‘o personnel who
have achieved proficiency in that specilalty. Persomnel employed at lower
grades are considered to be in training on the Job and working for recognition

as a proficient craftsman in his specialty. The beslc level grade varies from
spocinliy Lo syvaolalty depeadineg upou the ¢rurvenh ~fflcisl evaluation of the.

complexity of each, )
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68-7 (Continued)

Engineering Draftsmen ' 0818.01
Equipment Technician (Mechenical) 1670.04
Property and Supply Assistent 200,06
Statlstical Assistant 1531.01
Supply Assistant 2001.05

as-8
Cammunications Technician (Radio) 0392.01

_ . _

@82
Communications Instructors (all categories)
Conmunications Specialist 0323.01
Communications Specialist (Operational) 0393.03
Communications Speciallst (Security) 0393.02
Communications Specialist (Technical

Analyst) 0393.06
Communications Specislist (Traffic v
Analyst) ' 0393.04

Communications Technicien (COMINT) 0393.09
Camunications Technician (ELINT) 0393.14
Cryptanalyst 1540.02
Cryptanalytic Aide : 1541,01
Cryptographer 1540.01
Electronic Development Specialist 0856.,08
Flectronic Development Technician 0856.07
Electronic Engineer ~ 0855.01
Electronic Speclalist 0856.,04
Electronic Technician ‘ 0856.02
Engineering Alde 0802,01
Equipment Specialist (Mechanical) . 1670,04
Machanical Engineer 0830.02
Operating Engineer 1862.01L i
Operations Officer 0136,01 o
Records Manegement Analyst 0306,02
Supply Officer o 2001.02
Supply Requisition Distributions Officer 2010,05
Tabulation Project Planner 0359.03
Wire Equipment Specialist 0856,05
Wire Equipment Technician 0856.03

-2 -
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Attachment B

Tentative grouplng of related positions, Subject to revision based upon
intra-panel arbitration. Each panel shell establish as meny Competitive
Eveluation Lists es are necessary for eech growp of related positions under
respective panel cognizance.

Position Title Qccupational Specialty No, Nunbexr of Persornel

PANEL A (Senlor Officers Review Penel)

Comuunications Specialist 0393.01
Cammmnications Speclalist

(Operstions) 0393.03
Electronic Engineer 0855.01
Coumunications Specislist ECOMINT) 0393.13°
Communications Specialist (Security)0393.02
Cryptographer 15L0.01
Physical Scientlst 1301.07

Cryptanalyst 1540.02

PANEL B (Operational)

Communications Technicien

{Redio) 0392.01 25X9A2
Comunications Speclalist 0393.01
Communications Specialist
{Operations) +0393.03
Education Specilslist 3710.,01
Training Officer 1711.0%
Instructor Cormunicetions 1711.62

PANFL C {Communicetions Security)

Communi.cations Specialist

(Security) 0393.02
Communlcations Speclalilst .
(Traffic Analyst) 0393.04
Cryptogrepher ‘ 1540.01
Physical Security Officer '
(Conmunications) 1810,08
Tabulator Equipment Operator 0359.01
Tabulator Project Planner 0359.03
Statistical Asgistant 1531.0L ¢

Cryptmaterisl Accounting Officer  2001.10 o !
Cryptmaterial Accounting Assistent 2001,11 I 5
Cryptmaterial Accounting Clerk 2001.12 _ : f
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Eosition Title

i E

Dcoupatlonal Speclalty No.
AL S S BECRBAY,

PANEL

LR otV i S o LR,

Communications Spectalist
Eugineering Ald

Electronic Development Specialist
Electronic Development Techniclen
Engineering Drafisman

Mechanieal Engineer

Electronic Englneer

Electronic Fogineer ERadio)
Electronic Engineer (Instructor)
Operations Engineer

Equipment Specialist (Mechanical)
Electronic Techaician

Wire Equipment Techunicien
Electronle Specilallst

Wire Equipment Specialist

Supply Offizer

Electronic Instructor

Wire Equipment Instructor

b (Bngineering and Techuical)

0393.01
0802.01
0856.08
0836.07
0818,01
0830,02
0855,01
0855.04
0855,18
1662,01
1670.0k4
0855.02
0856.03
0856.04%
0856405
2001.01
S 17iN.65
1711.66

PAVEL B (Atwindsizative and Clerfoal)

ST, B AR UL KT W AT T

Intelligence Analyst
Administraetive Asslstant
Administrative Officer
Administrative Servicos Assistant
Clerk

Mail and ¥File Clerk

Records Mansgement Analyst

Clerk Stencgrapher

Secretary Stevographer

Becretary (Typist)

Clerk Typis+

Transportaticn Clerk (Typist)
Information Control Clerk
Information Control Clerk (Typist)

PANFL F_(Stgnel Intelligence)

Communicaticns Specialist (Tratffic
Analyst)
Operatlons Officer

0132.35
0301.02
0301.03
0301.11
0301..26
0305,05
Q306,02
0312.0%
0318.01
031802
0322,01
2101.03
0305413
0305414

0393.0k
0136, 0L

- P8

Attachment B

Number of Persomnel

s g

g g e
[ i

Approved For Release 2000/08/1 GLCJAzE\'DPBQ

,nﬁ'tﬂf
-01826R000300080002-3

25X9A2



Approved For Releasa@000/08/16 : CIA-RDP80-01826R00039Qg80002-3

CONFIDENT AL

m Attachment B

Position Title Oceupational Specialty No. Nunber of Personnel

0 STV

PANIL F (Signal Intelligence) - Continued

L o Y

Communications Speeislist 039301
Communications Specialist

(Operations) 0393.03
Camunications Technician

(coMINT) 0393.09
Crypto Aid , 1541.01
Comuunications Speecialist

(Technical Analyst) 0393.06
Cryptanalyst 1540,02
Cammunications Technician {Radio) oggz.or

PANEL G ( Signal Centers)

L B W AR KK

Canmunicaetions Technician

(Cryptographer) 0308,03 25X9A2
Communications Traffic Officer 0393.07
Cammunications Traffic Clerk 0393.08
Cormunicatbions Specialist :
(signel Center) 0393.10
Supply Maintenance Helper 2001,02
Archives Assistant 1h21,0L
Communications Specialist 0393.0L
Instructor Crypto ‘ 1711.63
¥
-3 -
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17 April 1959

OFFICE OF COMMUNICATIONS ORDER NO. 7=59

BUBJECT: Cormunications Career Service

RESCISBIONS: 00 ORDER lL-59, 29 January 1959
OC ORDER 20-57 (Change #1), 2 March 1957
OC ORDER 20-57, 23 September 1957
OC MEMORANDUM 15-28, 7 October 1958
0C NOTICE 21-58, 20 June 1958
OC NOTICE 4-58, Lk February 1958
OC NOTICE 13-57, 29 April 1957

CONTENZTS
e " Page
I GENERAL
IT PURPOSE
~IIT POLICY
IV ORGANIZATION
V  RESPONSIBILITIES.
VI PROCEDURES _
A, Competitive Evalustion
S G I ES
. Assignments
D. ZExtensions of Tour
. E. Marriage to Aliens
F. Career Staff Applications

WO

0 O-1-1 £ o~

VII EXCEPTIONS
I. GENERAL

Thls order establishes the policy, organizational structure, responsi-
bilities, and procedures for aedministering a career service Program within  25X1A
XA the Office of Communications, as prescribed by Agency Regulation N exnq
- I (Revised 29 November 1956). The Comunications Career Service is
comprised of those personnel bearing and SC (Suppért-Commo) career designation.
The Director of Communicetions is the hend of the Communications Career
Service.

II. PURPUSE
. The.purpose of the Office of Communicetions Career Service Progrem is
to establish, develop, and maintain a group of specially qualified indi-

viduals who desire to devote themselves on a career basls to the perfomsance
of the missions and functions of the Office. v

C-0-N=F~I-D-E~N<T~I-A-I,
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III. POLICY
It is the policy of the Communicatious Career Service tos

. A  Asslen personnel in acaordamee with the requirements
placed upon the Cornanlcations Carcar Service. Cavedr development
and personil cirewetances will be aopsllieved to the maximum extent
possible, consisbent with the wparatiowl. needs of the service.

B. Select the hest quai’fied pe':so, 12l for advancement on the
basis of evalw tic,r of 21l parsonw.. 6 wal grade within a
specialiced coupetlitive exree,

IV, ORGANIZATION ,
{ .

In the administration of the Commumicetioas Carwer Service program
there shall be five panels; eanh having cnglizance over & group of similar
snd related SC positionss In ravlewliip pereaonacl actioas wmder ladividual

wasel cognlzance, anjority vols ghall rule. The peasis =281l be asg follows:

As Panel & (Senior Officers Review Panel) memnercships
1. Director cf Comunicabions, ev.officio
2. Deputy Director of Commoiicavions, Chalrman
3. At least two,other gaulor officers as sopointed by
the D/CO

B. Panel _}i {Operational Paael) mwlersaip:

Lo aimanent chzlinen as appointed by the D/CO
2, Chiel oo Depuby, 071

Je  Caled or Deputy, 0082

ho Unief of QOpevztious or s deslgnee

C, Panal (.Securl* y=Cryotographic Pansl) nembership:

1. DPermanent chaizman as appointed by the D/CO
2. Chalef or Danuhy, Signal Canters
3. Chief ox Depuiy, Security Sualf

D. Panel D (Technical Fanel) membership:

l. Permarent o‘m:‘:r:-taaq as appointzd by the D/CO
2+ Criel or Depuvy, ("’ ":

3, Chief or Ds\ : o )
L, Coief-or—De ;'r“'“*fy"d\ Lw’(‘ A, ‘;..\,:.(/{,:(, /d‘f de. Cf:i"z;écf"z, =t

*

OO rflerr mD PN T el
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E. - Ponel E (Clerical-Administrative and Supply Panel) membexrsbip:

1. Permanent cheirman as appointed by the D/CO
2. Chief or Deputby, CC-A

3. Chief or Depuiy, OJ-%

Lo Executive Ofricex

The chairman of Pazels B, €, D and ¥ ahall b2 a saulor officer, eppointed
by the D/CO and shail be a permarnent coziyman of all four panels.

@

V. RESPONSIBILITITS

As Panel A - Scrves as the Competitive @valuation Panel for

: all pergor«nel Tin grede Q8- reviewz promoiion recommendations from
grade GS-13 %o CS~1k; in ates all e sl actions concerning
positions or persouns grades GS-ih and G3~15. ‘

i B, Pau=l B - To the extent posslitie, aualg ‘bes the 1nd1v1uual
i competitive evaiuation iicts (CZLYs) froa the ae
Att, A) throwga GS-13. Cu the basis of CBu's, revieus prcmotlon and
b all o‘c,hm personnel. actions,

C. Panel C ~ Saue respoosihilities as Pacel § for all personnel
under Panel O c,ot.,m ZANGEe

D. Panal D - Same o ibilities as Ponel B for all personnel
under Pensi O cognizance.

E. Panel E ~ Sane I"“LDO“Lui'l'_Ji ties as Panel 3 for all personnel
undex Pane. Bk cognizance.

Fo I at Chairman ~ Ll a*ditxom 10 *me primery end continuing
responsibi. rase paacld; the pmmaqent chairman
shall, in the initi aJ_ phazes b‘, rw? meible, °m assisting the panels
in the proper grouping of s lated pousiilons witiin p~1 nels and ghall
recarmend and arbitrate trensfers of pusitioa reviewing cognizance
frem one panel to another whore such action may be requirved. In order
to assist the Staffs and overseas activities in competitively
evaluating their perscarel for subsequert anslgamation by the Papels,
he shall assure that approved rating standacds are provided for each .
compebitive ares. Wihere sucn sbandards 4o not exist, he shall recommenc"
suitable rating sta}"iar(i;: for epproval. The chaimmen shall be a voting
member of each panel. :

Ga < Responsihle for providing the
necessary - and adminiatrative suppert to the

R acticas r'or @ll personnel ’chrough
GS-9 as:;agy»eu l'u 'ci 0*’*’ ] of anppnications wiho r‘a ry other than en
SC drpignatica & Lo bhelr carsev service, sod all other personnel
tourough the L w:s:ct:)r o Cogmunleations to Ghelr carcer service.

-3
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H, Chiefs of Maior F“mmun*ngllwrw Lebivil ins ~ As Indicated

T L 2 T30 T

throuvhout bectlon VI,

I. Stair Chiefs - As indicated throushout Section VI.

VI. PROCEDURES

A+ Competitive quluw*iﬂn Zdots

Py e LY

1, Chiefs of MNajor Ceumuni s (Communication Areas,
mway from time to time be

25X1A6b -an~". such otiaer ,.
N sultive Evaluation Liss for

m
AV S %

pu‘ wumnel w J.*‘h in thel‘f' ﬁ"ui* *L_;r by coupetitive area and grade,
Y vINe)

coineiding with the schedule £or toe sthaisuion of fitness
reports {swe instruction sbeet on Titaess r report form). Where
there is ouly cae person in a2 ar crpevitive area, a CEL will -

not be suoniitted; but a bried sradlirting statement will be
submitted oo the individaal. O9L'; will not be prepared on
beroonnel who have not vet roached Lihe Juoraeyman level (see
Att. A). lomcurreat with the subwigsion of tha CEL's a one line
statwnznt sis to whether o not prowiiou is veccruended will be
mads. The field will rote parsonns] Gdeparted frem their

area wilthi~ three nouths of the dahe tue CiL’s are ccmpiled, and

it those who axxdived in thair arves v three moaths of
that date. Personnsl who, b virbus of 20g in a travel,
"311 “**hin the rating

training or leave status, would not
purview of either the lozi N ON geLR aetlvity; shall be
rated by tas coguizant Kealgrourters nf&; C: The competitive

evalustion lists will ve fTorardad <o Jeadguarters with each
ccmpatitive areas liszted ae vavately for congolidation into worlde

wide listings at ﬂcaagdurtersn

2. et Chiefs shell prepare Cl's s Hzalguarters personnel
undar their cognlzance coineidiag with 442 submission of
fituaenss reports. Tue Divisions chall beé rezponsible for
collecting evaluatiag data fou CIL PATposes on those perscnnel
as signed to eunen; ued activity steiticnz. The f£i=ld and Head-
quarters CIL's wil then be consolidated by the cognizant
staff, and forva rdv’ to the apprapricie panel where inter-
stal't amelgemation will e aeceonplished in the case of similar

campetitive areas, Before acting upon rroamobtion reccmmendations”

K

on persormel, In the event Hesdquarters & fers with the
relative rank order listing submiliad by che fieid (VI A.l.),
or with the fieldis mmmymmuw“‘;&budﬂmmmu@,Eaﬁ—
quarhers shall corraspond witia the fleid in an attempt to
resolve the diffarence.

B.

Promotions

Lo Joumneyman Level. and Ahove - n the bogis of ths worlde-wide

5L end availohis Opeillizy al the nexi nigher grade,

- L

M T T T T
ColnllafunleDaRullc Tul wAul,
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praemotion action will be initisted by ths cognizant staff.
Premotion actions iaitiatsd by tie steffs shall be reviewed
by the appropriate panal, the T».,u,\ » anproved by the Dy 'cO
and processed by the Adminichration S staff, In the case of
premotion recamendaticas ou GS~13%s, the action shall be
rovieved by Panel L,

Below Journeyman Level o Franotion actions on personnel
hELGW L%ﬂ.b Joutaeymna” :‘7’:.1:,4 will "2 initiated and approved
by the cogizant Actis o Stal \,m.u” Field actioas
shall be g.iwmitted vy dnv aateh to the cocnizant Hesdquarters
Stalv, andg "c,cwqua:cwr: sotioms shell De submitted by

33 s8nall be subnitted

meme tnedums In hobia caned, wae ackio
direriiy +. the Adminis Tration Stefd For processing,
Premotion astionz oa Perconual in grade GS-1% will be

inttiatad v Panel A, forwarisd o tue TWGO Tor epproval
and to the Admindstration Steld Dor processing,

lons sre ep‘ar ved In oue siep increments s execept
in the cas: of GE-9 to GS-11 s ovVacre & wo ctuep ircvement ig
the avrovad nrogression. . Cert ain wrotessional sclentific and
; autaorized by the Tyl ~n=-rm.ce Commission,

ogresslon from A0=7 to (8.9,

97-7

Personnel will enter ‘r‘“e zon2 of cousider: a.'b:'.cm for nrdéaotion
when they haeve szrved in Sheir culient grade In the Agency
for tle pericd indicated balow:

G3-1 through G3-6 5 noavihs
C3-7 throvgh G5-11 22 moaths
Yy M. -
G3=12 through GGw-13 18 montha
GSeld 24 mowshs
Normeily, action will not he tozen to provicte p2rsonnel

uatii after tiey have entered waa zone of consideration,
Bxceplions can be mede when it is ciearly established that:

&, An erploves was A..'h.'ulﬂl.t.j em p ved at a grade
balow that for which he nes :s-.ub equently been
found 4o e quumf‘ ed,

b,  An empw'fw 18 prope rJ.:,r q”a..l.]f'l"n. Jor promotion
based oz bis experience Arior uo his praseat
asslgnsent, or

Cs  Such excapition is nses SBANY Lo ron 'Jgnize and wtilize
an employes’s oututsoding abliiid

Wit
T L e s et v 23

Persoavel. mov bz
of the position t

mromnoted one slep above the authorized grade
\ﬂlj ’ﬂr\ ir!

..v5 -

CoQeli o F T = Do BultcPe Tyl
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_ Assigﬂmeﬁ ) rrov1ded that such permonnel will be assigued
j to a popition comnensurate with his g.ade at the earliest
opportunity, and not to exececed wne tour of duty

8, The Chief, Administraticn Sheff, phall notify the Chicfs of
Pield Activities when vroruuwon reoccumendsticns have been
approved by the Ofrice of Communications. Effective dates

: , of pramotleon actions slaill be Torward:d to the field by the

i Adininistration Staff wlhea received Lyrom the Office of Persommel.

C. Asmfﬂm}avﬁ‘

H Pt Mo

1o Ioiiad esiigoment of newly recruited personnel up to the
; Joury, \;m._, LeveJ. will Dbe based uwpon a menorandiuw sukmitted
: ' by the cowidzant staff to the Admiaistration Steff. This

shall inc. d@ essignments to positicns at Haasdquerters and
; overssas. - Chiefs of Major Compusications Avtivities ond Heade
q1_1ar1';efs -:\v'.poneut chiefs may ssauslign personvel up through
L3 Vne journeymen savel on o permansut basis
"“.T u]f o fcdvrov Providivg the reassigoment is not to
5 r.oabove the Jjonraeyunen level aunl is o the sene specldin
' ' T_f'eae.\»hj;:-v.x'm Sow 3hail be afviced whepn wrwh roeassigiuents are made,

R
-t
<
[

2. Recumenda~lons Tor assignweni or vesssigament of personunel
from the I urneyman level Throvgh Gnel3 wi l be initioted
by tue coznizant starf and papmitiad on OC Form 928 t¢ the
apprupriate panel. The recommszadebion sa»u'L bLe rev;enmd
by the panel, the ID/CO, and swomi the D/CO for approval,
and tha Adsiaic mo'tlcm Stalt for s ;-::;g;a “T uen persounel
in grade G3-13 are beiny . recourerded £oy reassigoment to a
GS-1" positicn, the recommsndzbion shall be reviewed by
Penel. A. Recanrendations from Chiefs of Major Commuaications
Activities for the resssigmmant of persoumel sbove the
Jovrueyman devel through GE-13 wilhin thelr Activity, will
alon ke processed as outlined above, :

e an

3. Assiypment and rasssignmnent astions on perscnrel. of grade
G8-1+ and GS~15 shall be initiatad by Panel A, approved by
the D/CO aad forwnrded *o the Administration Staff for
Procassing.s

b, WNormally, individuals shell ot he reasnis gned to a position

which is more Than oue sitep higher than tuat held by the
individual. C

5. Assignments and reassiguaments shall be vased upon the following
Tactors; :

8. Nseds ol service
b, Posllilua on the Conpetitive Bveluatior List

-6 -

CaleNuBwl ..D”_g..“' SEA [
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ce Caresr Development of the individual

d, Cover considerahions

e, Individusl®'s pre* 2raunce for reecsigmment

f. DNumber, age, and ne:zlth of o.epead.cnts and other
pereseonal coacideraticus

gs Working epd living conditlons et the proposed post

G, Field Reassignment Questiouralres {FRO} shall be forwarded to
Headquarters by overseas perzoun2l eigat months prior o the
end. of a dubty tour _ The Administration
Stefr r‘ha_L.L route the FRg with bilcgraphic information to the
cognlEens av The shafl shall presare a reccmmendation
for ~s cament on CC Fouw G2Y end gubtmit it to the
epproprleat 2 panel for review.

Te Dightecu months after eniering on duty at Headguarters, end
Yy two years therearter, Headgurrters pevsommel

e a Tzassigmment Ouestionvalre (special fom

g . rtern: persounel) ant suumit it to the Chiet of

thelr cm ooent, Due to changing yzveonal circunstances,

a Rerisigursat Questionuaire way W subaltued on*s1ae the

sbove schedule at the diseretion or e euployée, 1T the

ut Cuief concurs in the reqssh (b~ it fur overseas,

T 20 canponent, or to vesais odn his p”@oent Joby,

Laall prevare A roconaiel.

tion oo Form 928 Fov
subiil 2uiow to the appropriete pune 1.-, If %2 Culef do~s nob
concur  1n the resssigruaat resuest, ne shall go indicate
on tha ‘e-l-'.signment Quastionmuire ond gubiuit it to the
approoy a'::.» panel for review. Tf ™ ldnal desgires
assignne TO a pogition 111 vhe Agency outslide the Qffice of
Cewm :Licaw.cns PR uha. ‘oubait Bis raouest by memorandum
throvah tae 3am2 channels as cutlined above,

Trdavd

Do Exbtensios of Tours

AN R T e b Ve

Fequeste for exbenai: 0 of tours rust be forwarded to Headgnombars
120 days ;gruv-" to oo svhalssion of ths RS l.e., ’c,we__we months prior
o the end of an iadivi mu:' ‘s bour, W] en

the enension request is for a
period of less than six wonthe 2t may e upp‘*o\r.z-:l Wy the Activity Chief,
but Headguarters nist be adviced of the sction. This action must also
be forwarded to Jonlauarisrs wo labter than 12 me 1~lu-.ﬁ prior to the end
of an individwsl®n cour. IJ‘ que:to for extension: In eveess of nilx
nonths must ‘z: conizidered by the cognizent Ezsdquariers Stefd, veviewed
the agpropriete penel, tha, D ’CO and agproved by the D/COQ '

E. Marrisg e to Alisns

T 0 L A

If an employee contamplates marciage ©o an alien, he shall submi*c;

the regquirved :?.nzforr,va;w.-:ﬂ in accordance wity |G -
graph 3.a.{L) and {2}¢ Daz biographlc data on the iadividual as

-7 -

CorQeNuwp o Lo ol oty oD e w1,
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required by applicable regulations shall ba roviawed by the cognizant
Staff Chief, After the review, the Stalf Ch: shall prepare a
reccmmendation on Form 928 as to vazthor or nob the individual should
ecntinue to be employed, If continved employnent is reccrnended,
Justification shall be provided as to why, in view of his limited
esslgnebility, the individual sheuld be retalied as an employee. The
recemmendation shall be reviewad Ly the appronriate panel, the DD/CO,
and spproved by the D/CC. It shali then be forvarded to the Adminis-
tration Staff which is regpousibic For notlifyisg “he Director of
Personnel of the D/CO's recawnsndabion in tha caze,

F, Career gtarr Apnlinations
T WA e —— AL M B ey et

, Career Star? s ications, afier belng sigoeed by the applicant
shall be returucd to fhe Admindgtration Staff. After a review of all
available records cn the individeal, "Whe signad applicatiou with any
bertinent ccmme i vIlE be forwardzd to Lhw cognlvant Staff Shief for
his recomuendes’o: the appropriate u . Tor endorsement,; and to
the D/CO Tor hin on tu the Azeney Carcer Panel,

VIT. EXCEPTIONS:

2l and Head of e

The Director of Comranieations, as aa Operating
b iInad hereipn whzn

- Jaresy Service, may Loke ception to proccdiy i
wausand, oo arpradislomls ol rcamatan ceg are dnvolved.

el

25X1A9a

Areetor of Commundcations

N

Distribution:

Attachments (2)

G Ny G 0 O, O
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Tentative g‘c'ou'oing of‘ rela*cd m Sition,
iptra~pa el arb.l.tratione :

Evalua.tion Listes
rebpec"tive ;panel

BANEL B

Ccmmo Spec
Commo Spec (Ops)
Cormo Tech EAF)
Commo Tech (E)
Commo Spec (SA)

4;‘

: "r.i.t
G
el

i
k

Each panel shall establish es wmany Competitive
as a..; e necepssny Tor esath :r\)ur of -ce,.auea positions under
cogmgaace.‘

FIANEL D{

'Electronic Eng:
i

Training Officer
Educational Spec (
Instructor Commo (
Coumo Tech (RAD)
Commo Tech {RuA)
Commo Spec (o‘*”‘ M')I\T"f‘”’JR}

5
i

PAVEL C

~ Conmo Spec (SEC)
- Cryptographer o 7
Puiysical. Security Ciilcer

Commo Spew (.LRAF‘ AWM
Educational Spac { qf..)
Instructor (oumo (:F"DTO)

Commo Spee (S0)

" Commo Tech {ORYPT)

Commo Traffiz GFEissr
Commo Traca’f‘*c ‘./J.e.‘. k.,

i

i
s
i

dEiectronic ok
Lectronic Sp

. Instructor Cu:) 10 (T%L.)
- Wire Equip

echanic'a:..

i
i

Tohal
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PANEL E

Secretary (Steno)
Intelligence Aualyst
Records Management
Clerk
Mail and Files Cler:
Clerk /Stono;
Supply Assisbanc
Adiain Assistant
Clerk Typiat
Admin Services O;LLC&?
Info Contron Clier
Transport Clevk (Typing)
Bupply Officer -
Prop rty and Suppiy fssiss.,
worage Clerk ‘
Tab Project Tianner
Lab Equipment (reraborn
tetistical Cievk .
Statistical Arsistany

Analyst

Wi
WLW > AsgslaLan

Arc."zi'ves Clovk

' Sul ply Requisiiion

Dlstrlbut*ou Officer
Sup_ply Requisitica
- Distribution Assistant
Secretary (EL yping)
Admin Officer .
Storekesper i&\GeneraJT}‘i_ .
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OMOTIONS EMEE}ICAL%
Teken from Memo from Medicel Steff Page k. 96; IU /‘7 /‘?5?

ESCTR ed€§ 2l

c. FPramotion

(1) Promotion 1s based on canpetitive performance, cepabilities,
and ebllity to accept greater responsibllities. Exemination and
testing procedures will be established as eppliceble.

(2) It is the policy to fill the top positions of the Medical
Steff from within. However, the Chief, Medical Staff, will meke
exception to such policy when, in his opinion, position requirements
could not be satisfied by on-duty capsbilities.
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; _ 25X1A9a
/ LI 20-3
i msmucmax NG. PERSONNEL
,fv . ;uI 2@»3 5 Decegver il
SUBJECT: Prmaotion E?o ic:if and Prmeawes
o P L . ._..;.j-.k.,/

HESCISSION: LI 20—550*2 asted 30 mcn ;960(%% b }

1. QE"ERAL

This Instruction establiahes policy and procedures ior mmlemenumg t
- Agency's promotion program within the Logistics Career Service.

.. p{}m

B “’it ig the iptent of the Logisvice Career Service o d.e-veiop and broaden
its membars Lo the greatest pos§ible degree. To the individual the
most Langlble manifestation of career develiopment is recognition in the
form of advancement. This Instruction is designed to ensure that the
most deserving careerists are gelected for promotion and, further, that
the number of promotions mede will be the maximm which is consistent
with good management. ’ :

b. Promotion of members of the Career Service in grades GS-<07 through GS-ik
will be accomplished on a competitive basis.

2. Promotion of members of the Career Service in gradas $5-06 and below
and carserists whose salaries are computed on &n hourly basis (W, L, S,
IR and GP) will be effected in accorc?a.nce with procedurss desciibed in
parograph 4b below.

d. Promotions to & grade which exceeds the grade of the position occupled
will be approved only when selection for promobion is nade on a -
competitive basis and when there is s plan to assign the person so pro-
woted to a posilion of egual or higher grade within s reasoneble time.

e. FProsmotion of Logistics careerists will he made in mccoprdsnce with ‘Lhe

25X1A criteris in Agency|| NG

“f. The number of prorﬁoﬁionb to be mede at the verious grade levels curing
figcal yesr will be governed by the ap;;roved Career Service Staffing
Authorization (cssa).

3._' -SCHEDULE OF PROMOTION REVIEWS
a. OSchednle of Competitive Promotion Reviews
Competitive réviews will be conducted suuwuewiiy ond nemisnnually in

asecordance with the foilowing schedule!

- 5 et
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INS“’HQJ@TION M). . , : o : . VFR‘SON'N‘*’Y;
LI 20~3 B : - . R 5 Decen L%l
Grade - L During the Month of
 gg-ik  Tuly
e & 65-13 C o Aprid
~1l ' _ January
- 0w0§ % GE- 1“ S J&ﬂuavy & Juﬂg »
_'G ~OW % (5-03 v Mﬁrﬁh &. E@yt&mn@r'

£ 3mmuien of cax%e%igua grade uu*@@ and Qalow, aid aaurstrarm CATORT -
13%3, will be baszed on the recommendsti ori of thelr Staff or Division
Chief an& m&y 0& effauﬁa at any »ima

QTOVEW m‘v I

CUE@%%&%%%&*P?&%O%&Q&E

(1} Prior to cemeetitiva pwc¢OﬁLan r&V7€V3;*5ﬁ Pargonnel Officer will
prepare rosters of careerists arvanged by Tundtional background:
L.e. Flanning, Sﬂﬁb@?; Preﬂuxamenﬁ Transportation, Admintstrat ive

'.(SﬂpmﬂW*}, Priating u@“V&ﬁ&ﬁ; O Real Ebtate anﬁ Csﬁatruvtion

(2) Each member of the Board will rank tna p@vsaﬂne‘ ineluded in that
rogter whivh reflects his funebicoal respaﬁsibiiity except that
the Chairman will give specisl att&nti@n o Tbgistics careerists

assigned outside Orfiece of loglstics and whe have been recommended
. for prowction or whoae records indicate @xceptionml,performumCe
The Perowimel Officer and Caresr HMensgement Officer will meet with
winl menber of the Board to diseuss Lhe fankings and record the
nadies Gf those recommended for promstion.

(3) Honkings determined by the Boarﬁ {or Career Panel ) wi?l be sub-
mitted to the Head of the Carvesr Serviee for his approval. The
Secretary will notify Board m@mﬁar% of . the némés of candidates
approved for promction. S

Other Promotions

{1} Request for promotisn of mexbers of bhe Caresr fervice in grades
G3-06 and below and members paiﬁ 8t an hourly pdate will be.
forwarded to the Personnel Officey at_guch times as Chiefs of
Ef&fxs and ﬂ¢V1Siﬁﬁﬂ amﬁ §16&& Stations may é&am &W’wmgwiaue.
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the number of promotions authorized wnder the C83A becomes ev-
hausted, & roster will be meinteined showing date of receipt so
. that earliest recommendatione received may be considsred for pro-
“motion as quotas become availsble.

25X1A
A MANMED AL GATIGON
{ Hirector of Logistics

25X1A9a e:az;/As/Pm/-;amk

ILLEGIB

3
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This Instruction esm‘fﬁ ' shes policy and pwucadu rea for tmplamentin
- Agency's promotion program within the LDSiS+LuS Career Service.

SLUBJECT: , ’ Log’ atics Promotion F rogram \ I
FESCISSION: LI 20-580-1 dated 27 May 1057 ; ;
‘ . ‘ ' ‘ de
1. GENEBAL 1
|

2. POLICY

8. Policy Foncerning the precmotion of ;mﬁ1CJee to supergrade pogltlione

¢outained in Agency
b. Wage Board amployees (Jno’tud.es all W, L, S, LR, and OPO) will not be’ﬂven
' grode promotions unless appropriate gloto eL¢st into which *hny'mn" bﬁ

. prr‘s'mﬂfﬂa

¢. Except in umisual cireumstances, promotions w*ll not. OX“C*d tb@ Iwnicui ca

Career Service StafTing Anthoriwzation; and an employee will not be prmﬂﬂtfh

to a grade higher than the grade of the pogitLon ko which hn ta uqﬁ;ﬁnnﬂ.
3. PROCEDUREu

8. Determiuation of NMumbar of GS Promotlors Availabie

The Administrative Staff wlll maintain the Carecr Servios Staffing A4
ization approved [or the 3L Career Service on a current bast™ and waW
delermine the promotional headroom (nnibul of spaces wvallable for pro
o . motion) existing at each graidr lovel. Promotional headroom at
- level 1s computed by subtracting from the total mumber of wn+hnr~7ﬁd
positions at such level, domestlic and oversess, the tolal nmumber. of fL
designees in the grade, plus the military and nor-8L peraonnal cr.xmﬁﬁ“
ing_SL slots of the zame grade 1ev¢l 1

Dnased I}m*} Cyeds

;_1
3

anclt '*ﬁe

1 t.m wuul G v_mil Nugf

 5. Promufxun of GS Emyly]CSb’"zlﬁdC

‘ (l) 1ni+ia*1nn of Promotion Roquebt&

Chlefs of Divisions or Staffs, or Chiefs of Tiel Ntaklone -,
spenathle for inftiating recomindn Licns Lo oo
cumpLeting Requéat v Pfrxuhnp} utfinr {Feem 1152).

71\51”0: PN et S
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‘LI 20-580-2

.~ INSTRUCTION NO. A PERSONNET.
LI 20-580-2 g 30 March 1960

P‘roc‘:eséing of Promotion Requests

() The Adminisbteative Staff will route promotion requosts for OL
employees assligned smtside the Office of logistics to the ap-

propriate’ OL Divislon or Staff Chief for review and pertinent
conment. :

(p) If promotional headroom exists and the Admivistrative Staff

: concurs in the promotion, the request will be forwarded to the
Office of Personnel for final review and action. In those
ingtances where there is no promoti onal headroom, the Adminls-
trative Staff will masintain a roster ?of promotion recommen-
“dations by dates of receipt so that the earliest recommendation
may be considered for approval upon availadbility of hemdroom.

(1)

(2)

c- ?romotion. of GS Mmployees-~Grades 7 thiough 1

Frequency of Considerstion

, | ‘
. _ . . ) | . . :
Employees in grades 11 through 14 will be consldered Tor promotion

once a year, while those in grades 7 through 10 will he considered

- twice a year. Fxceptions to fhn regular annual or semiannual re-
view may be requested by Staff or Division Chiefs in cases in which
they feel that an employec is especlally deserving of early ~on-

sideration. Such requests will he forwmrded to the Administrative
Staff for screaring against 17 oliglibles in the prometion bracket:
and, if Adminictrative Staff determines thst the Individual meets

all necessary criterim, the case will be presented o +he Togiatirs

- Career Toard for itg recammendstion.

Compilation of Eligibility Promotion Lists

_Prior to consideration by the Loglstics Career Rosrd, the Parsonnel

Branch wlll asalgn ench employes *o one of iy panele: Supply.

©. Proctirement, Pronaprrianion, Printing Seririces, Real Ee tote nnd
Construciion, and Misrellaneous. These lists will he hitled Tligl-

bility Promction Liste and will be uged by the Togfstics Osreer
Board as & guide. - '

" Revliew by Sub~-Committceg

Pricr Lo ccnsidesstion by the Logisties Career Posrd, Sub-Conil thaas
~f the Ronrd wlt] =eet 4 Sushact oo N ooy T 1x

Sub-Commi ttees~-one Tor edch of the panels in para. [9) abhove.

'Approved For Release 2000/08/16 : CIA-RDP80-01826R000300080002-3
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" Fach Commlttoe is composed of three individuals: the (hief of +he |

OL Division whose pérsonnel mre being consiceredy the Chief,

Administrative Staff, and & representative of the ‘Persouuei Dranch.

Each Committee éonsiders the individuml panels of the Bl gibility
Pramotion List, and on the basis of a competitive evalustion of
employees' performance, qualifications, potential, Lengbth of
sexvice, acceptance nf Career Staff oblipations, end value to the
Agency, recosmends those o merit constderation by the Logistles
Career Poard, To fomally record the efforts of {ta congilderstion,
each Committee will agsign cnch employee o rating on a l"cmpara.tivc
Evalua*t ion Form. :

( 4) Campilation of Recomended Promotion Ltrsts

(a) The Logistf ce Caresr Poard will meet snd consider the ©l igi—
bility Pramotion Iist, the ratings made by the Sub-Committee
on the Comparative E'{"e.’l.uation Form, the recommendrtlons of
the Sub-Committees of those employees who merit promotion

" amnglderation; and the current Ioglstica Career Staffing
Authorization. As a reswlt of 1ts connideration, the

loglstics Career Boawd will select those employees who are to

"hé rechmiendsd %o the Heoad of the Logisties Carser Sorvice
for promoticn. Lists of nemes of thoge recammended for pro-
motion by the logistics Carser Board w-U‘i be known ar Recom-
mended Promotion List-*;. .

(b)) 1 ﬂppropria!.c slots are not available tnto wi‘zir*h amploynes
: whose names appear on the Recommended Promotion Tisi can be
promoted, the Board will indicate by an agterisk those em-

Cployees who are to be ~onaidered for Peraonal Rank Assipgmments.

() The Recommended Promction Tdets will be forwarded to the Honmd
L of' the loglgtics Osreer Serviee together wlth a report of the
. pr omoﬂ_onal hpaﬂrnm svailable. ' !

(5)  Head of Toglstics C reer Ser\rtf-e

'The Vead nf the Lrg~ sties f"areor Service will approve or e~

~approve the promotiong of individuals on ths Ppcm“ndnd Prrmmtion

.‘_Lists . :
(6). Promegring ~t_Promotions

Upon appﬁs‘xm.? of a pramotion hy the Head nf the Logletiscs Careor

Service, the Indlvidusl's Staff or Diviston Chief will be notified,
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o ———————

P
=
3
H
;



i | :‘ ‘l.w:‘,{ P B o "y ‘ t' g\ ,v i ‘ S - }] T i “?7"7’ T '* T ﬁ LA
1 *# Kpproved For Release 4g/08/16 : CIA-RDP80-01826R00030004gg02-3 |

: I 20-580~2 o : . ERSONREL
RN . | . 30 March 1960

. ‘_ ﬁ;é}ii turn, wi...... " é;;‘l:g;gt;a quuest for I?ersq?mel Action (Fém
" Yl resson Sen s TRA g e -1l include & statement of
" reason Tox 18 B and the probable duration. Persornel re-
:gi.;iag prmotims of this netare will be assiged to a;;:,lzapr;.«
: v»y,,mded posltions at the earliest pesaible date. ‘

[ ’ promoted and camplete 3 specific
prototion. L PO T than his grads after

i

{ 25x1A9a

n or;/xss/raw:-:mel

tics
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13 July 1959
OS DIREGTIVE NO, 59-3
SUBJECT: OS - Administrative
(Promotion Policy) i

1. Effective 15 May 1959 promotion actions for all staff

personnel became limited to one grade advancements in accord-
25X1A ance with the provisions of Notice | N

8, 9

2. Accordingly, the following promotion policy will be

effective immediately with respect to personnel in grades GS-7,

and 10:

a. Personnel in grades GS-7 and GS-9 (after six
months in grade) may be considered for promotion at the
time of recommendation even though it is outside the
scheduled period for consideration of those. grades by
the Career Service Board.

b. ' The minimum time in grade for persomnel in
GS-8 and GS-10 will, inder normal circumstances, be
six months, pending revised Agency requirements. Per-
sonnel in GS-8 and GS~10 will, however, be considered
for promotion during the regularly scheduled periods as
set forth in Office of Security Directive No, 58-5, dated

_ 8 December 1958,

25X1A

Director of Security

Distribution: All Superviscry Personnel
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8 December 1958

‘OFFICE DZE‘ SEGURITY DIREGTIVE NO, 58-5
FORJ : o AlL Office o£ Securxty Employees i

SUBJEC T' Cons1de.ra.t10n of Promotions

1. The Agency has adopted a new Fitness Report which will be
submitted annually on specific dates for each grade category. The new
reporting system will be effective 1 January 1959, and the first grades which
will be covered by the new Fitness Report will be GS-12.and 13 for the penod
ending 31 December 1958. :

2. In order to synchronize promotion considerations with the new
fitness reporting system, the Career.Service Board will henceforth
regularly consider recommendations, for promotions on an annual basis within
specified dates following the receipt of Fitness Reports in each grade. However,
to avoid inequities which might result from the delay of promotions of eligible
and deserving persons, following the annual consideration, the Career Service
‘Board will consider such cases at specified dates six months = - . lar
annual consideration. ..A schedule showing the dates for promotion cunsiaer-
ations is attached. This supersedes the schedule previously published under
paragraph 7 of OS Notice 57-12 dated 11 December 1957,

3. Further, in order to prevent inequities to persons in grades
-GS=T thru 11, resulting from the rescission of the above mentioned schedule
under paragraph 7 of OS Notice 57-12, supervisors should, during the change-
over period, submit recommendations at this. time for promotions.of eligible
and deserving persons in grades GS-7 thru 1l without regard to the new schedule.
for submittal of Fitness Reports. The Career Service Board will consider these
recommendations during January 1959 for persons in grades GS-7 thru 9 and
during March 1959 for persons in grade GS-11. Thereafter, and as a continuing
_program, starting with grade GS-12, supervisors should make promotion
recommendations for eligible and deserving employees in each grade regularly
_at an early date after the schedule of Fitness.Reports in the grade concerned
.and prior to the month scheduled for Career Serv1ce Board consideration, as
set forth in the schedule.

i,

. RS- N N el e T
SATTTL Yt Ty :

o
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. SUBJECT: Consideration of Promotions

4, The object of this program is to confine, insofar as is feasible,
the consideration of promotions in each grade (GS-7 .and above) to specific
periods so that all promotion recommendations in a particular grade may be
reviewed during the same period and thus insure that all eligible and qualified
personnel are considered for appropriate promotions. The following
procedural policy is established for implementing promotions:

a. Actions on promotions. of personnel in grades GS-1 thru 6
may be implemented at any time by a supervisor requesting A&TS through
channels to take necessary action with respect to a2 specific eligible person
for whom a vacancy exists in the next appropriate grade. Such promotions are
acted upon after the service records. of the personnel concerned are reviewed
to insure that they are qualified and eligible, and the records of other eligible
personnel in the grade are also reviewed and considered in order to insure
that the best qualified and deserving person. receives the promotion.

-b. Actions for promotions of personnel in grades GS-7 and
.above are initiated by supervisors making recommendations thru channels {and
A&TS) to the Career Service Board. These recommendations should be timed
.to occur shortly after submission. of the Fitness Reports for the persons
concerned and prior to the month scheduled for Career Service Board
consideration. Supervisors may recommend promotion of eligible and deserving
personnel at other times when postponement until after the receipt of the next
Fitness Report would be inequitable or inadvisable, Career Service Board
consideration of such recommendations will take place six months after the
first scheduled Career Service Board consideration of promotions in the grade
concerned, as shown in the attached schedule. :

5. Final authority in all personnel actions rests with the Director

of Security.

R 5 O

25X1A

, 8
Director of Security

Attachment

<
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, OFFICE OF SECURITY
BCHEDULE FOR PROMOTION CONSIDERATIONS

Promotion Considerations
: ‘Deadline for By Career Service Board
_Grades .. Fitness Reponts : {Not later than dates below)
. GS-lthru 5 Hq. -30 Apr Not Applicable
p ' Fld. -31 May
.GS-6 Hq. -31 July . Not Applicable
Fld. -31 Aug
{1) November
GS-7 thru 8 Hq. ~31 July and
- Fld.-31 Aug (2) Ma.y
(1) March
GS-9 Hq. -31 Oct and
. Fld. «31 Nov (2) September
2
1) March
GS-10 thru 11 © Hq.-310ct ) Mazch
' Fld. -30 Nov (2) September
| (1) June
GS-12 . Hg.-3l1Jan and
: Fld. -28 Feb . {2) December
{1) June
GS-13 Hq. -31 Jan and
.Fld. -28 Feb . (2) December
- (1) August
GS-14 Hq. -30 Apr ; and
, Fld. -31 May (2) February

(1) ‘Regular annual consideration following a.nnual fitness report and competitive
evaluation. :

(2) Special semi-annual conmderatmn of deserving c ases arising after annual
consideration,
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11 December 1957

OS NOTICE 57-12

SUBJECT: Competitive Promotion Program

1. The purpose of this Notice is to explain to all personnel of the
Office of Security the procedures which have been established within
this office in connection with the Agency program for competitive pro-
motions.,

2. Implementation of the Agency Competitive Promotion Program
is provided for throtgh the competitive evaluation of all personnel from
grades GS-7 through GS-14 who have entered the zone of eligibility for
promotion by virtue of having been in grade the prescribed length of time.
Formal evaluations are not required for grades GS-6 and below but the
basic principles of competitive promotion will be applied to their pro-
motions, !

3. In the implementation of this program in the Office of Security,
five Evaluating Panels composed of senior personnel have been appointed
to evaluate eligible personnel in each grade and to establish lists in order
of rank for each grade in the following areas:

For GS-13 and GS-14 (1 Panel)
Senior Grades Panel

For GS-7 through GS-12 (4 Panels)
Investigation and Operational Support Panel
Personnel and Physical Support Panel
Staff Components Panel
Overseas Panel

4. The basic elements on which each person is evaluated are:

Performance

Qualifications

Value to the Agency

Acceptance of Career Obligation
" Time in Grade

Approved For Release 2000/08/16 : CIA-RDP80 SR EN#:00080002-3
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5. The sources of information used by the Evaluating Panels to eval-
uate personnel on the above listed elements are the fitness reports, personal
history statements, performance records, administrative records, training
records, etc.

6. The rankings thus established by each Panel are reviewed by the
Career Service Board, and approved by the Director of Security. These
rankings are then used by the Career Service Board in considering super-
visors' recommendations for promotions.

7. Hereafter, recommendations for promotions of personnel in
grades GS-7 through GS-14 will be considered by the Career Board twice
yearly. Similarly, the Evaluating Panels will review, evaluate and rate
all eligible employees twice yearly and will de so during the month preced-
ing that in which the promotions in a particular grade are considered by
the Career Service Board., The schedule of evaluations and promotion con-
siderations follows:

Grade Panel Evaluations Promotion Considered
. by Career Board
GS-7 and 9 . December & June January & July
GS-11 January & July February & August
GS-12 February & August March & September
GS-13 and 14 Mazrch & September April & October

8. Supervisors should endeavor to restrict their recommendations
for promotions in grades GS-7 through GS-14 to the periods immediately
prior to the months in which the Career Service Board is scheduled to con-
sider promotions of the grade concerned,unless there is a compelling
reason for.considering a promotion on an immediate basis. There are no
such period limitations for submittal of recommendations for promotion
for grades GS-1 through GS-6. ‘

9. It must be quite apparent to all that as the Agency matures and
reaches the limit of its authorized personnel ceiling there is an accompany-
ing decrease in promotion possibilities. Therefore, the successful accom=-
plishment of the Security mission in the Agency makes it imperative that
equity, cobjectivity and impartiality be insured to the maximum in the
development and promotion of deserving personnel. It is believed that the
program adopted in the Office of Security will go far in achieving these
objectives. 25X1A

Dir egor of Security
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SURIEST 2 THE TIAINIG CAREER DBOARD
25X1A O RETERENE @ _“"‘ e CJA Crreer Jouncil and the Career
Servloes

FESUISEION : O & hgumm@n No. 20~3, dated 13 Augunt 1952 v v
OTR Regulation Mo. 20-3/1, dsted 9 Februory 1953

i,  GERERAL

i

25X1A The ‘ri *u..irx,ifil' Corear Bowrd is organized and funstions in accerdause
with , :

2o URCANTZATION

a8, Mg Trsining Carsey Board {(horeafier ldentified us the Board) is
C cmapazed of t?aa foilowing:

, Chaivmen ¢ Direcior of Training
Misanlon o8 s Depuly Dirsctor of Tvainlug

Crtefn of Schools and Staffe
Ghier, Junior Offizer Truioning Program ‘
Chter of Stucion, |G 25X1A6a

Secretoriat T Beggetvry, Treining Caresr Board
(Nom-voiing) Paysonnel OFficer, IR

Seeretary, OTR Prumotion Fanel

be Heetings of the Boerd wi1 ™ held oo the fivst and third Taursday
of tuch meoth. Theps widl e 0o sectings 1o July and August. 1
a membere of the Board v uweabls o atiend o me otiug, he will
rotdty the Chaizomon’s ofPies and ab that time he will recouwsnd a
subotituie,; pormally, bis Depuly.

_ 6o  Recompandstions for promoticns will be consldared st the Clrat
;- . o Board wmeeting of each wonth. In awnouidvs sessnion the Bourd will
E L renk p@mﬁmcl o grades GS-12 through GS-il {or promobics purposas
%0 socordance with thy Ageney's schedule Por cumpebtitive svalua-
_ : tion. The Board will approve the finsd runking of parsonpel §a
3 ' Grades 03=G thpough GS=-1d. Preldainsry conpatitive ranging of
/) persoanal in Crades GSJ”! tnrougn G9=31 will be made by the W
Promotion Tanel,

KNP, |

' P CGROUE L 1
Lo Gl =] »lml\wr oRD= Lohnl, HxeLuded fran Autcomiic
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Colalnt o] -OnTaKaPaTl ko],

OFFICE OF TRAINTHG RECLHATION MU, 20~3 , . 1 Aupust 1942
de  Corver Psotforence Oublings of weeboys of bhe Tralniog Carcer

3o  RESPONSIBILITAES

The BEorrd shall: nh

Service wAill be rrvieved at tbe second Board maating of each
monthi.  Mowbdosrs $F the Board ab this wecting will be the Di-
rector of lrefoing, Depubly Dirsotor of ’fra!ninrr, Chicf, Azsusg-
ment aod Deolustion Susil, ibe Chief of the School or Siaff
whoese Coyegr Prefecence Cublines ure baiog revieved, and the
Board Sscyetoriat. ’

pursensel mansgeameint paiters.

8. Advwise the Director of Tralulog c
L. NMooltor the applieation and Juontioniug of the Agsncy*s peroonaal,
pwgg,rvm 69 ‘M ai’fecztﬂ nenbern of the Trafoing Goreer Serrice.
Ca Bwiew eod recowcend Plonl sctlon with gespest to plmm priposed
. for the davelepnent: of neubers of Lr.c; Training Carear Service,
including
(1) farecr Preferance Outlinpes
(2} Promovicne
{3} ‘Training
() Aprlications for langunge awerds.
do Permm mlated functions aad siut,'éc required by the Director of
Training. )
: MATTHEW BAIRD :
. Director of Training
Digtrioation: A
UIR = Key 1D

-2 -

' CeOnlinP e Lol E-N T oToAL GROUP T !
: o Brejuded Craxg sutoxatbic §
o o dorangrading and
~ deelas niﬁﬂnﬂr‘n
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CFPICE OF TRATITEG GULATTON NO. 20-5 13 Pecerber 1961
SURIECT  :  PROMOTION RECQSNDATIONS
rerprercE ;[ rection

RESCIZEION

2.

3.

B

B,

OIR Reguletion 20-%, OTR Prauchion Pancl
OIR Reguwlation 20~5, doted 31 Merch 1954

GENERAL

This regulatlion estzblishes policies ood procedures Lor initint?
and transmitting rocomnendations Por the proanotion of persomael in
the 0ITice of Training.

POLICY

Recormendotions will be initlst u by the ismmediate superviscr of
the wgployes proposed for prezobion and will be foruarded bhrcuga
SUpErVLEOYY chonnels to the ap pmaz';.we School or Staff (hilef,
Echocl and Staff Chiols will trensait Prozobicn rocounendations o
the Pw:sovm‘ Officer, OIR, for subaission to the OTR Pr cotion
Papel ond the ‘"‘m.,..a«wr Coxgar Ssmeies Dourd In secordence with Ot
Ram! axfsn.m 20-b, The fopmal reccrmendotion will consich of tuvo
powrts: @ Biogrepbic Profile snd o Noryoiive Statouont s+ @och of
valch will de prepsyed in fovrieen copien,

PROCEDINES
Biogrzphic Proflle

nnel Of{icer, OIR,
: .'a i P.m Mile of tﬁm cmdiuc’c\" ‘nt lenst bwo wee}\.‘; in
advanes of the scheduled meotiog of the Ponel o Docrd prescribed
v IR Fem ARabion co..f,,., The Persomel Pronch will cobteln tho
Biocgraphie Profile firom the. OfTics of Perecomel and will aitoch
it to the Narrative Stotencal bdi‘orc‘ su.bxias}un o the Panel or
Board,

Merrative Stotonent

The supervicor will progave e Ferretive Stobenent covering the
following poinba: .

~

(1) Mojor dutics end mnmicr of porformanca.

(2)  Reletion of the prescat pociédon to other positicns wnder
the eontrol of the superviser.

.Approved For Release 2000/08/16 : CIA-WOO300080002-3
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OF TRATTING REGULATION 0. 20«3

Commoricen of the perfowaance of the individund with that
of other irdividuels who perfoma or who have peordommcd
compercble dutien ot the sexe gvals wnder the supervisor.

Qualifications of the individual to perform the Gutics of
the pesition for whlch he is belng reconyended.

8%11l in supcrvision if the position ic & sUPCTVItOTY One.

Other relovant conzideratilons.

¢, Review

(1)

Harrabive Stobensnt

Terpotive Stobenmmts will e procossed through supervisory
chennels o the School or Staff Chiod (or COS/HEEM for
submission %o the Persovael Officer, CIR.

Sipnslure

The original of the Farrative Sthetesent will bezr the
sigaaiures and comrents of roviewing officinls,

MATTIEY BAIRD
Diroctor of Tralning

Yo S o

Disteribunioa:
OTR - Koy 1B

-2-
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. Y ETVPENS Sryuh,
Ma DAy VI DA LRLGN DOV A L Vs G

SUBJECR ¢ CIR Promction Pangl

REFERERCE "”EZ‘R Renga‘an To. 20-5, dnked 31 Maren 1950

v oes

RESCISSION: "'”‘R Re*»{,nlef":ton fio. 20-h, dated 20 Dewendew 105?

[N

Effective '*Immudi

. Panel which will xeulec
. Panels. The zev pansed xi wohe
Panel will review Liososad wlon w:-:%mﬂ of
personnel. Lo grode (“*'-*12 2nd *;;k 1 mnke pocoum
Semvice Board. The Fanal wi Lca N se

- este.blisned by the OT E‘rv*'“ nrd and
- ing.,

: 2. COMPOSYEION

L o

Qe Z& bcm

The Pauel 'wr.ll e couposed of seven voting wembeys, &
geeretary, cnd o recorder. The voling wenbers wlll be senior

o o
€t
officlals of Gﬁm gelasted by the Divector of Training Lo serve
for a per od of tuslve moutbs. The Choaizven WwiLL gerve for

&
N
'

the Dlrsctor of Teaining.

slx months, or ag debonalned by

t

; v ' . ‘. bc

.
yminns
. Docoydor

- The Sacrc-ﬁm-;;r e.a:% the ;%w“tur mﬁ' e Panel will be
rovided by the Paroonnal ?r@xwh 5 C:_‘”“"’ ST : '
b

3l PRO: m}u*rms‘

a. The saze procsdures ae outlined in
"promotion Roccmmzndsiions,” pertoin, excerdh tholt supervis
must svbalt the o ¢ 1

s imr»gmfa ‘{;“CIHCHJ.O‘; -Vco*x“mndg slons
to the CIR Personn
- neeting of the OI0

&
cer Dive gﬁ; “s*“* pg doys pricr to &
Promoticn Panel ia 4

g ot Fined.
vl Ly thoe o

Approved For Release 2000/08/16 : CIA-RDP80-01826R000300080002-3 _




l', - " 3
(o b :
. . ) J N - N N . - g.
: - ) ' N . A
ol .
e
bl E ; v B - 0
- X . : . - . T !
‘
4
. - , - f
' A -
! . .
‘ oh lensts oeven oy
GG LRGN DeVan W
i .
of tno UM Carcer .

Corcor Service

Service .Dl‘«:“;'.‘( "‘13:‘: roehi
Boerd Yo eondd Gez.- TGN

'

.4 oot RPN
LTSN A x&&;ﬁ.\.' ’r

" . P m sy eyl T
of each wonth. The Pevoo ponndble
’ o L e <
S for cosrdinohing wortin Wit NETLGTD Of
l - R L ﬁne P’apb&* . R '- . ) S ,

!l

f :
i
.

will be

PRy
-+ RS

E e’ e veo
,‘ oo documented br Th
A p;.\_sep"c;i",.ug 0

”‘\3'3.{33’1,

~ 7 we?
BURISIGR KPS

d. Prown “;T.cm

.. are submlitied diz
will be cousi

matied

» poehedule
Lo all QER

9% 'L'u.

] r
{194.‘%:
PrR ]

o e. The Sgeretoery of
E S’i‘-m"i’ Chief concern:d of
: . 'Thio will om:vm Ldn an .
R " motlon recd '13“. 0 the L1
ER Pacel ond to dabnit \Mm.?:i’:“c.i
' is presenwﬁ. to “he Boprd i

Opie
Eak

Aenmd

(R

it i
.
S : .
. I X . v
. " . . R s \
‘ ’
. : - l el oy I T Y mesned
DR : m.a cr u)v «.:’.o ALY OTR Persornal
' L ,
0 5! N i ~
ll > L1 ! "l : v.
i { l
- : N . L
] ' -
! Vs o ’
. R
t . ‘ .
‘.‘ A ~ N r
, 1 - i el
t g . ‘ ¥
/’ = -
; )
. : | ’
2 . )
: ; . . -
N .
. vy ! - * .
‘ ‘
S , B
L g ,
+ \‘ e
: S B ¢




